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Patient Accounts . . ._ 

7.ACTION R E Q U E S T E D  
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. ~ 

-B NO FURTHER ACCUMULATION ANTICIPATED. 

The Division of Administration is responsible for administei-ing and coordinating the 
supportive administrative and fiscal functtons of the Department. 
planning and budget needs; ,ove.rall fiscal reporting and accounting services snd 
personnel .services. ' 

The' Patient Accounts .Unit is'responsible for actively investigating each patient's' ability 
to pay upon entering any State hospital; applies and collects for cost of care from hospital. 
This office also receives Medicare-insurance,  medicaid checks, personal net: income or other 
benefits and applies them to individual accounts, checking to be sure there- is no overpayment. 

Inc~luded are fiscal 
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1. Tkis file contains the following documents (include form numbers and titles, if Wf, 

Documents relating to payments~.mide by'patients, family and/or patient's health insurance, 
for medical services provided to the patient within the State Hospital Syste 

Included but. not limited t o ,  arc: Admission and Discharge Form .mlOO) which identifies 
patient, physicai characteristics, financial capabilities, medical history, diagnosis 
and prognosis of illness, and supporting information; Repayment Posting Sheet (information 
now being put on cquter), which list payments an dates for medical services rendered; 
correspondence requesting assignment of patient's' 
benefits and supporting insurance claim forms; authorization for release 6f medical 
information to designee and related material. 
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ATTACH SAMPLES OF THE FILE 
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- __ __ - - ...... .............................. Q U E I O N N ~ ~ . Z F ~ Y Z ~ .  c ~ . n .  . .  Y E S  z-E 
13. Is t h i s  t he  Record Copy of t h e  se r i e s?  [XI [ 1 

I ~~ r I -[XI 

15 .  Is the ' i n fomat ion  contained i n  t h i s  s e r i e s  ever summarized or published? - - [  1 ' '  pt 1 

- - - -  
tia?e, amen%. olYtermina%e. agency . . .  po -1cles an pro.ceaees?.- '  _ii .I I .'[x'-I 

18. Could the function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [ X I  [ 1 

19. Is the  se r i e s  ( o r  major portion of it) regularly microfilmed? If yes,  why? 1 [ X I  

20.  Does the record se r i e s  provide data as input t o  an EDP f i l e ?  PI 1 

? 
. . . . .  

14. Is there  a duplication of t h i s  s e r i e s  i n  another o f f i ce  o r  age~ncy? 

~~ ...... Attach copy of summary or publication. 
16. Does the se r i e s  contain c l a s s i f i e d  informati n requiring security.handlinf? --p.]' provide medical and f inanc ia l  in-or@tdon P on s t a t p s  of patien . ~~. . 

CO f i d e n t i  lit Ga. He l t h  Code - $ect ; iF~q-502.9  
. . .  
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Selected information is  used i n  compiling Pa t ien t  Payment , , I  Receipt ~ = .  File.  
21. Does the record se r i e s  contain.hoc&entation produced as EDP pr intout?  

Selected information i s  used i n  compiling Pat ient  Payment Receipt File.  
i P T - E 1  -~ '@ I.'[ 1 

22. Has the .......... Feaeral Government ........ i.ssued. ins t ruc t ions  governpg t h e  retention/dispo- ... .[ 1 =[X 1 ...... 2 . .  . ~ . C ' . ~ ' ,  - . . . . . . . .  , .~~~ ~. ~ . .  
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23. W i l l  t here  'be .&eedFfor .thesz'records i0, 15'yial 's %om now? i f  yes; w$at?~.  

. . .  --A- I__ -- I_ _I-_-._ __-__ 
2 -  1 24. REQU1,REMENTS.. - ...... - ..... ;-The - . following requires the f i l e s  t o  be k e p t  . : - .  1 -: r':: :' years i. : '.: -. . 

Based on previous reference-experience the Pa t ien t  Accounts Unit needs a one year 
re ten t ion  a f t e r  case f i l e  has been declared inactive.  

I_ __._ ____ 
25. AGENCY RECOMMENDATIONS. This agency recommends tha t  the f i l e  s e r i e s  be cut off a t  the end-- 

of each - [  ]CALENDAR YEAR -[  ]FISCAL YE@ -MOTHER ,then: 

[ ] Hold i n  the current f i les area month(s)/ y e a r ( s ) :  ' 

[ j. Transfer. .... to? [ ].State Recprds Center [ 1~ LQcaLHoLding Area; hold;, ...... ~.~ yeads ) . :  - .~ , ~ . 

I 1 Transfer '~to-State Archives- fo r  oehanen t  retention;.  
. . ~ .. c ~~ = , -  F I - .  . , - r ' . T - - =  . ... . 
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. . .  ~. .~ _ _  ~. . ~ . .  :. T~C Destrzy. p.~_._ - .  ~ - .  .~ < . .  -..-. " -  
- _  ~A 

. . . . .  .. . . ~ .  ...... : - .  . . . . . .  r - -  I 1 Destroy immediately, afier..pt;o.ff.- . ~ .i . . L -  c . . d .  -. - , . ... 
[ 1 btheir:: (Specify_) .. - , 
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, , Department of Human Resources 
Division of Administration 
Patient Accounts 
47 Trinity Ave., Rm. 315-H 
Atlanta, Ga. 30334 
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Files are arranged by hospital in which patient has been admitted, thereunder 
alphabetically by patient's name. 

#25 

Upon determination by the Patient Accounts Unit that no further repayment can 
reasonably be expected because of death, financial inability of patient, or 
discharge of obligation, etc., place all papers in inactive file; then cut-off inactive 
file at the end of each calendar year; transfer' to State Records Center; hold 
1 year; then destroy. 
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